Employee Who's t M anagemend^^-™“- 

Frequently Absent The Problem Solver 


Question and Answer 

Q. What is the most frequent cause of poor performance from an employee? 

A. In many cases, employees don't perform their jobs appropriately because they do not fully understand what is expected of them. 
Often this is because management does not fully understand the employee's role and therefore cannot provide the necessary training or 
instruction for that employee to do the job correctly. As a manager, you need to clarify an employee's role and expectations in your 
own mind, and then clearly and specifically relay those expectations to the employee. 

Q. What if the behavior continues after I have warned the employee? 

A. If after meeting with the employee and explaining your expectations for attendance, the behavior continues, start the process of 
progressive discipline. Make sure the employee fully understands what is expected and the ramifications if his or her behavior does 
not improve. 

Q. What if the employee is experiencing personal problems? 

A. Have empathy, but keep the conversation job-related. As a manager, you may be sympathetic, but your job is to stay focused on the 
job-related behavior that requires improvement. 

Q. What if the employee asks for flexible hours, or flex time? 

A. If your organization offers such an arrangement, you may be able to work out a new work agreement with the employee. If not, 
remind the employee that it is his or her responsibility to be at work during the days/hours required by the original work agreement. 

Q. What if the employee improves attendance but feels you are being harsh and unfair? 

A. Being an effective supervisor or manager means you are not always the most popular person in the office. However, your duty is to 
the organization and not to the feelings or opinions of your employees. Employees may not always like your decisions or your 
methods, but if you are being fair and are working toward the benefit of the organization, then you are completing the tasks required 
of your position. 

Q. How do I respond to the comment "But I always get my work done!"? 

A. Explain how the employee's absenteeism not only affects his or her job performance, but also how it impacts fellow employees. For 
instance, if the employee is absent, he or she cannot respond to questions or requests by colleagues, cannot attend unscheduled but 
important meetings, misses out on project development decisions or updates, etc. Also, remind the employee that when hired, he or 
she committed to a required amount of work time per day and per week. If the employee is not meeting that expectation, then he or 
she is not delivering on the work agreement. 
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